TexAAmericas

CENTER’
RESOLUTION NO. 20130521-02

APPROVAL OF AMENDMENTS TO PERSONNEL POLICY MANUAL

WHEREAS, TexAmericas Center is a political subdivision of the State of Texas with the
powers and authorities specified in Chapter 3503 of the Special District Local Laws Code of the
State of Texas; and

WHEREAS, it is advisable to amend said Personnel Policy Manual to be current with
state and federal labor laws; and

WHEREAS, TexAmericas Center now requires an update to the existing policy based on
contemporary circumstances; and

NOW, THEREFORE, BE IT RESOLVED by the Board of Directors that the Board of
TexAmericas Center approves the adoption of the attached Personnel Policy; and

BE IT FURTHER RESOLVED, that William V. Cork, Executive Director/CEO, shall be and is
hereby authorized to implement the personnel policy as specified in the Policy immediately.

PASSED AND APPROVED THIS 21°* day of May, 2013.

s B

enis Washington, Chairmafi of the Board

ATTEST:

Mo e LY

Wayne Cranfill', Secretary-Treasﬂ'er

Attached: Personnel Policy Manual
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Section 1 - Governing Principles of Employment

1-1 Welcome Statement

For those of you who are commencing employment with TexAmericas Center, on
behalf of TexAmericas Center, let me extend a warm and sincere welcome. We hope
you will enjoy your work here. We are glad to have you with us.

For those of you, who have been with us, thank you for your past and continued
service.

| extend to you my personal best wishes for your success and happiness here at
TexAmericas Center. We understand that it is our employees who provide the
services that our customers rely upon, and who will grow and enable us to create new
opportunities in the years to come.

Bill Cork, Executive Director/CEO

1-2 Equal Employment Opportunity

TexAmericas Center is an Equal Opportunity Employer that does not discriminate on
the basis of actual or perceived race, creed, color, religion, national origin, ancestry,
age, disability or handicap, sex, marital status, veteran status, sexual orientation, or
any other characteristic protected by applicable federal, state or local laws. Our
management team is dedicated to this policy with respect to recruitment, hiring,
placement, promotion, transfer, training, compensation, benefits, employee activities
and general treatment during employment.

TexAmericas Center will endeavor to make a reasonable accommodation to the
known physical or mental limitations of qualified employees with disabilities unless
the accommodation would impose an undue hardship on the operation of our
business. If you need assistance to perform your job duties because of a physical or
mental condition, please let the Executive Director/CEO know.

TexAmericas Center will endeavor to accommodate the sincere religious beliefs of its
employees to the extent such accommodation does not pose an undue hardship on
TexAmericas Center’s operations. If you wish to request such an accommodation,
please speak to the Executive Director/CEO.



Any employees with questions or concerns about equal employment opportunities in
the workplace are encouraged to bring these issues to the attention of the Executive
Director/CEO. TexAmericas Center will not allow any form of retaliation against
individuals who raise issues of equal employment opportunity. To ensure our
workplace is free of artificial barriers, violation of this policy will lead to discipline, up
to and including discharge.

1-3 Non-Harassment

It is TexAmericas Center’s policy to prohibit intentional and unintentional harassment
of any individual by another person on the basis of any protected classification
including, but not limited to, race, color, national origin, disability, religion, marital
status, sexual orientation or age. The purpose of this policy is not to regulate our
employees’ personal morality, but to ensure that in the workplace, no one harasses
another individual.

If you feel that you have been subjected to conduct which violates this policy, you
should immediately report the matter to your Supervisor. If you are unable for any
reason to contact this person, or if you have not received a satisfactory response
within five (5) business days after reporting any incident of what you perceive to be
harassment, please contact the Executive Director/CEOQ. Every report of perceived
harassment will be fully investigated and corrective action will be taken where
appropriate. Violation of this policy will result in disciplinary action, up to and
including discharge. All complaints will be kept confidential to the extent possible, but
confidentiality cannot be guaranteed. In addition, TexAmericas Center will not allow
any form of retaliation against individuals who report unwelcome conduct to
management or who cooperate in the investigations of such reports in accordance
with this policy. Employees who make complaints in bad faith may be subject to
disciplinary action, up to and including discharge.

1-4 Sexual Harassment

It is TexAmericas Center’s policy to prohibit harassment of any employee by any
Supervisor, employee, customer or vendor on the basis of sex or gender. The purpose
of this policy is not to regulate personal morality within TexAmericas Center. It is to
ensure that all TexAmericas Center employees are free from sexual harassment.
While it is not easy to define precisely what types of conduct could constitute sexual
harassment, examples of prohibited behavior include unwelcome sexual advances,



requests for sexual favors, obscene gestures, displaying sexually graphic magazines,
calendars or posters, sending sexually explicit e-mails, text messages and other verbal
or physical conduct of a sexual nature, such as uninvited touching of a sexual nature
or sexually related comments. Depending upon the circumstances, improper conduct
also can include sexual joking, vulgar or offensive conversation or jokes, commenting
about an employee’s physical appearance, conversation about your own or someone
else’s sex life, or teasing or other conduct directed toward a person because of his or
her gender which is sufficiently severe or pervasive to create an unprofessional and
hostile working environment.

If you feel that you have been subjected to conduct which violates this policy, you
should immediately report the matter to your Supervisor. If you are unable for any
reason to contact this person, or if you have not received a satisfactory response
within five (5) business days after reporting any incident of what you perceive to be
harassment, please contact Executive Director/CEO. Every report of perceived
harassment will be fully investigated and corrective action will be taken where
appropriate. Violation of this policy will result in disciplinary action, up to and
including discharge. All complaints will be kept confidential to the extent possible, but
confidentiality cannot be guaranteed. In addition, TexAmericas Center will not allow
any form of retaliation against individuals who report unwelcome conduct to
management or who cooperate in the investigations of such reports in accordance
with this policy. Employees who make complaints in bad faith may be subject to
disciplinary action, up to and including discharge.

1-5 Drug and Alcohol-Free Workplace

To help ensure a safe, healthy and productive work environment for our employees
and others, to protect TexAmericas Center property, and to ensure efficient
operations, TexAmericas Center has adopted a policy of maintaining a workplace free
of drugs and alcohol. This policy applies to all employees and other individuals who
perform work for TexAmericas Center.

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer,
purchase, sale or distribution of controlled substances, drug paraphernalia or alcohol
by an individual anywhere on TexAmericas Center premises, while on TexAmericas
Center business (whether or not on TexAmericas Center premises) or while
representing TexAmericas Center, is strictly prohibited. Employees and other
individuals who work for TexAmericas Center also are prohibited from reporting to
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work or working while they are using or under the influence of alcohol or any
controlled substances, except when the use is pursuant to a licensed medical
practitioner’s instructions and the licensed medical practitioner authorized the
employee or individual to report to work.

Employees must notify TexAmericas Center within five calendar days if they are
convicted of a criminal drug violation in the workplace. Such employees will be
subject to discipline up to and including discharge.

Violation of this policy will result in disciplinary action, up to and including discharge.

TexAmericas Center maintains a policy of non-discrimination and will endeavor to
make reasonable accommodations to assist individuals recovering from substance
and alcohol dependencies, and those who have a medical history which reflects
treatment for substance abuse conditions. We encourage employees to seek
assistance before their substance abuse or alcohol misuse renders them unable to
perform the essential functions of their jobs, or jeopardizes the health and safety of
any TexAmericas Center employee, including themselves.

At the direction of the Executive Director/CEO, employees may be subject to random
drug screening/tests.

1-6 Workplace Violence

TexAmericas Center is strongly committed to providing a safe workplace. The purpose
of this policy is to minimize the risk of personal injury to employees and damage to
TexAmericas Center and personal property.

We do not expect you to become an expert in psychology or to physically subdue a
threatening or violent individual. Indeed, we specifically discourage you from
engaging in any physical confrontation with a violent or potentially violent individual.
However, we do expect and encourage you to exercise reasonable judgment in
identifying potentially dangerous situations.

Experts in the mental health profession state that prior to engaging in acts of
violence, troubled individuals often exhibit one or more of the following behaviors or
signs: over-resentment, anger and hostility; extreme agitation; making ominous
threats such as bad things will happen to a particular person, or a catastrophic event
will occur; sudden and significant decline in work performance; irresponsible,
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irrational, intimidating, aggressive or otherwise inappropriate behavior; reacting to
guestions with an antagonistic or overtly negative attitude; discussing weapons and
their use, and/or brandishing weapons in the workplace; overreacting or reacting
harshly to changes in TexAmericas Center policies and procedures; personality
conflicts with co-workers; obsession or preoccupation with a co-worker or Supervisor;
attempts to sabotage the work or equipment of a co-worker; blaming others for
mistakes and circumstances; demonstrating a propensity to behave and react
irrationally

Prohibited Conduct

Threats, threatening language or any other acts of aggression or violence made
toward or by any TexAmericas Center employee WILL NOT BE TOLERATED. For
purposes of this policy, a threat includes any verbal or physical harassment or abuse,
any attempt at intimidating or instilling fear in others, menacing gestures, flashing of
weapons, stalking or any other hostile, aggressive, injurious or destructive action
undertaken for the purpose of domination or intimidation. To the extent permitted by
law, employees are prohibited from carrying weapons onto TexAmericas Center
premises.

Procedures for Reporting a Threat

All potentially dangerous situations, including threats by co-workers, should be
reported immediately to any member of management with whom you feel
comfortable. Reports of threats may be maintained confidential to the extent
maintaining confidentiality does not impede our ability to investigate and respond to
the complaints. All threats will be promptly investigated. No employee will be
subjected to retaliation, intimidation or disciplinary action as a result of reporting a
threat in good faith under this policy.

If TexAmericas Center determines, after an appropriate good faith investigation, that
someone has violated this policy, TexAmericas Center will take swift and appropriate
corrective action.

If you are the recipient of a threat made by an outside party, please follow the steps
detailed in this section. It is important for us to be aware of any potential danger in
our offices. Indeed, we want to take effective measures to protect everyone from the
threat of a violent act by an employee or by anyone else.
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Section 2 — About TexAmericas Center

2-1 General Information

TexAmericas Center is established as an authority and political subdivision of the
State of Texas in accordance with Chapter 3503, Texas Special District Local Laws
Code. Resolutions by the County of Bowie and area municipalities authorized
TexAmericas Center’s establishment.

TexAmericas Center is a public organization. Its employees must adhere to high
standards of public service that emphasize professionalism, courtesy, and avoidance
of even the appearance of illegal or unethical conduct at all times. Employees are
required to give a full day’s work, to carry out efficiently the work items assigned as
their responsibility, and to do their parts in maintaining good relationships with the
public, their Supervisors, and other member government employees and officials.

TexAmericas Center is required by State Law to be composed of fifteen members:

e three members appointed by the Texarkana, TX City Council

e two members appointed by the County Judge of Bowie County
e one member appointed by the Bowie County Commissioners Court
e one member appointed by the Mayor of Redwater

e one member appointed by the Mayor of Maud

e one member appointed by the Mayor of Nash

e one member appointed by the Mayor of Wake Village

e one member appointed by the Mayor of New Boston

e one member appointed by the Mayor of Hooks

e one member appointed by the Mayor of Leary

e one member appointed by the Mayor of DeKalb

e one member appointed by the Mayor of Redlick

As a governmental unit, TexAmericas Center was created to accept title, on approval
by and in coordination with the governor, from the United States to all or any portion
of the real, personal, and mixed property situated within the surplus property of Red
River Army Depot.
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2-2

Mission Statement

To generate quality enterprises and activities that ensures the long-term economic

stability of Northeast Texas.

2-3

2-4

TexAmericas Center Strategic Plan Goals

Create jobs that exceed the 800 jobs lost through base closure (avoid job
shifting for “0” net gain)

Raise skill and average income levels for jobs created

Maximize education opportunities to create a skilled labor force

Develop revenue and support to administer and maintain the facility

Ensure that reuses are compatible with the highest community goals, standards
and adjacent land uses

Confirm that all interim uses have long-term capability

Assure that all Federal environmental clean-up responsibilities are met
Maintain maximum Federal participation in post-closure base maintenance
responsibilities

Ensure maximum opportunity for citizen involvement and participation in base
redevelopment

Guarantee that all real and personal property needed for redevelopment is
retained

Create a redevelopment plan that prioritizes early phase-out lease
opportunities and is a dynamic plan that allows maximum flexibility

Establish a proactive marketing program that targets specific economic
development opportunities

Authority

The Board of Directors of TexAmericas Center establishes these policies and any

amendments, revisions, or additions to the policies must be approved by the Board.

TexAmericas Center specifically reserves the right to change, modify, alter, or

eliminate any policy at any time, with or without notice. The Executive Director/CEO

may issue oral or written interpretations or clarifications of the policies.
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These policies completely replace and supersede any and all personnel policies
previously adopted, individually or as a set of policies, by TexAmericas Center or
predecessor Boards.

2-5 Severability

The provisions of these policies are severable, and if any provisions or part of a
provision is held invalid, illegal, or unenforceable, this shall not affect the validity of
the remaining provisions or parts of provisions which shall remain in force and effect.

2-6 Purpose

These policies set forth the primary rules governing employment with TexAmericas
Center and are intended to inform employees of the benefits and obligations of
employment. They have been prepared and adopted in order to promote consistent,
equitable, and effective practices by both employees and Supervisors. They do not
and are not intended to create any type of contract of employment between
TexAmericas Center and any employee.

2-7 Applicability of Personnel Policies

These personnel policies apply equally to all employees unless a class of employees is
specifically exempted by these policies or by written agreement with TexAmericas
Center.

In cases where federal or state laws or regulations supersede local policy for specific
groups of employees, such laws or regulations will substitute for these personnel
policies only insofar as necessary for compliance.

Compliance with these policies is not optional. Failure to comply or follow these
policies may subject an employee to disciplinary action, up to and including
termination.

2-8 Dissemination of Personnel Policies

The Executive Director/CEO maintains the official set of the personnel policies with all
revisions for reference by employees. In addition, the Executive Director/CEO will
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provide a complete copy of this manual and copies of all subsequent revisions to each
TexAmericas Center staff member, who is responsible for notifying employees of
policy changes and making the updated manual available to employees. If a question
arises about a particular policy, the official set of policies maintained by the Executive
Director/CEO should be consulted and shall control.

Employees are required to adhere to the rules and regulations stated herein. Within
two weeks of employment, every employee is required to sign an acknowledgment of
having read and understood the Personnel Policies Manual and the policies contained
init.

2-9 Affirmative Action

TexAmericas Center will take affirmative action to see that applicants are employed,
and employees are treated equally during their employment, without discrimination
based on race, age, religion, color, disability, national origin, or sex. In addition,
TexAmericas Center will seek actively to include qualified members of minority groups
in applicant pools.

2-10 Changes to Policies and Employee Suggestions

These personnel policies may be amended or revised or new policies may be added,
at any time, with or without notice, upon the approval of TexAmericas Center Board
of Directors.

Employees are encouraged to make constructive suggestions for improvements in
these policies or in work procedures or conditions. Any employee who wishes to
suggest a personnel policy change should submit his or her suggestion(s) to the
Executive Director/CEO who may forward the information to the governing body,
where appropriate, along with the rationale for making the change. Employees are
responsible for maintaining current knowledge and understanding of all personnel
policy changes and for requesting clarification or assistance when needed.

2-11 Approved Position Descriptions

The by-laws state TexAmericas Center may employ such full or part-time employees
as need to carry out the programs of TexAmericas Center, provided however, that
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such positions have been approved by the board. The following positions have been
approved by the TexAmericas Center Board of Directors:

Approved Position Name Number Approved
Executive Director/CEO 1
Deputy Director/COO 1
Vice President of Operations 1
Executive Assistant - Office Manager 1
Controller 1
Staff Accountant 1
Vice President of Public and Business Engagement 1
Director of Engineering 1
Engineering Technician 2
Engineering Technician (part-time) 1

Director of Environmental/Safety/Occupational Health 1

Manager of Forestry and Hunting 1
Personal Property Manager 1
Personal Property Assistant 1

Manager Purchasing/Contracts/Construction Support 1

Administrative Assistant 2
Water/Wastewater Systems Manager 1
WWTP Supervisor 1

WWTPOII 1



WWTPOI 2

Water/Wastewater Systems Operator 2
WTPO I 3
WTPOI 1
Utility Systems Maintenance Supervisor 1
Maintenance Tech 3
Equipment Operator/Laborer 1
Licensed Electrician/Instrumentation 1
Laborer 3
Demolition/Abatement Supervisor 1
Demolition/Abatement Worker 4
Custodian/Janitor (part-time) 1

All approved positions may or may not be filled, may be filled by temporary labor, or
may be substituted through consultant or contract work as approved by the Board of
Directors.

Approved job descriptions are at the end of the Policies Procedure Manual.
Section 3 — Employment Practices

3-1 Responsible Agent for Appointment

The Executive Director/CEO is the chief administrative officer and is responsible for
the selection and length of tenure of all employees of TexAmericas Center within the
limits of these policies and the overall comprehensive budget. Other Supervisors may
be asked for recommendations as appropriate. All selection decisions will include a
review by the Executive Director/CEO of the policies and procedures followed in the
search and selection.
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3-2 Methods of Recruitment and Selection

TexAmericas Center has three methods of filling vacancies; (1) promotion from
within; (2) lateral transfer from within; or (3) public announcement and competitive
consideration of external and internal applications for employment. The Executive
Director/CEO determines the method to be used in filling each vacancy.

3-3 Public Announcements

The Executive Director/CEO in the manner most appropriate for the particular
position being filled disseminates public announcements of position openings for
which there will be competitive consideration.

3-4 Qualifications

The Executive Director/CEO establishes the minimum required knowledge, skills, and
abilities for each staff position and the acceptable levels of experience and training
for each.

3-5 Selection

Vacancies on TexAmericas Center staff are filled by promotion, transfer, or initial
appointment, and on the basis of merit. Selections are made only on the basis of
occupational qualifications and job-related factors such as skill, knowledge,
education, experience, and ability to perform the specific job.

3-6 Age Requirements

Persons under 18 years of age will not be employed in any full-time regular position.
Legal reference: U.S. Age Discrimination in Employment Act of 1967, as amended.

3-7 Application for Employment

Each applicant for employment is required to submit an application and other
pertinent information regarding training and experience. The Executive Director/CEQO,
or his or her designee, shall make appropriate inquiries to verify the match between
the applicant’s background and the position requirements.

19



It is the responsibility of the Executive Director/CEO or his or her designee to make
appropriate checks to verify education, experience, character, and required
certificates and skills of an applicant prior to appointment. In the case of applicants
for positions that require driving a vehicle or certified to operate certain equipment,
the Executive Director/CEO or designee may check the prospective employee’s driving
record and qualifications prior to offering the applicant employment with
TexAmericas Center.

3-8 Consideration of Current Employees

In the case of any vacancies in the organization for which competitive internal
applications will be accepted the Executive Director/CEO will notify employees and
employees will be permitted to apply for any position for which they consider
themselves qualified.

3-9 Employment of Relatives (Nepotism)

Nepotism is the showing of favoritism toward a relative. The practice of nepotism in
hiring personnel is forbidden.

No person may be hired who is related within the second degree by affinity
(marriage) or within the third degree by consanguinity (blood) to any member of the
governing body, to the Executive Director/CEO, or to an employee who would
supervise the person. No person may continue in employment that is related to the
Executive Director/CEO or a member of the Board in one of the prohibited degree.

In addition, in the interest of effective management, no personnel action will be taken
that would result in any employee supervising another employee who is related
within the second degree of affinity or the third degree of consanguinity to the
supervisory employee.

In other cases such as personal relationships where a conflict or the potential for
conflict arises, even if there is no supervisory relationship involved, the parties may
be separated by reassignment or terminated from employment, at the discretion of
TexAmericas Center. Accordingly, all parties to any type of intimate personal
relationship must inform management.

If two employees marry, become related, or enter into an intimate relationship, they
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may not remain in a reporting relationship or in positions where one individual may
affect the compensation or other terms or conditions of employment of the other
individual. TexAmericas Center generally will attempt to identify other available
positions, but if no alternate position is available, TexAmericas Center retains the
right to decide which employee will remain with TexAmericas Center.

3-10 Testing

Tests administered for employment or promotion normally will be specifically job-
related tests (e.g., operating equipment, word processing, operating a computer,
lifting something heavy required in the job, tabulating columns of numbers, or writing
samples). TexAmericas Center may conduct pre-employment qualification
assessment testing for certain job positions. The tests vary based on the
qualifications for the particular position. Reasonable accommodations will be made
to applicants with a disability, if a request for such accommodation is made in
advance of a test.

3-11 Physical Standards

Physical Examinations: Applicants may be required to undergo a medical examination
if they will be operating TexAmericas Center equipment or machines. All applicants
will be subject to urinalysis testing after a conditional offer of employment has been
extended.

Employee Medical Records: Medical records relating to the medical condition,
medical testing, or drug testing of an employee or a prospective employee are
maintained separately from employee personnel files. These medical files are kept in
separate files with the master records file, are confidential, and are not released to
anyone unless a “need to know” has been clearly established. Only the Executive
Director/CEO, Deputy Director, and the Office Manager have access to employee
medical records. (Legal Reference: U.S. Americans with Disabilities Act of 1990.)

3-12 Verification of Eligibility to Work

In order to comply with the Immigration Reform and Control Act of 1986, each new
employee is required to complete and sign an INS Form I-9 within three days of his or
her first day of employment to provide proof of his or her identity and employment
eligibility.

21



3-13 Driving Record

Every employee who is required to drive a vehicle on TexAmericas Center business
must maintain a safe driving record and a valid driver’s license. For this reason,
TexAmericas Center may check a prospective employee’s driving record prior to
offering the applicant employment in a capacity that requires operating a vehicle, and
may recheck an employee’s driving record as needed after employment in such a
capacity.

3-14 Disqualification

An applicant is disqualified from employment by TexAmericas Center if he or she:
(Legal reference: V.T.C.A. Government Code, Title 4, Section 415.057; Federal
Immigration Reform and Control Act of 1986.)
e Does not meet the minimum qualifications for performance of the duties of the
position involved
e Knowingly has made a false statement on the application form
e Has committed fraud during the selection process
e |s not legally permitted to hold the position
e Has offered or attempted to offer money, service, or any other thing of value to
secure an advantage in the selection process
e |s not able to perform the essential functions of the position, with or without
reasonable accommodation, or
e Has failed to produce within three days of employment original legal
document(s) that establish identity and employment eligibility

3-15 Orientation and Training

Before an individual begins performing his or her actual duties, he or she will be given
a brief orientation by the Supervisor for whom he or she will be working or by that
person’s designated representative. The purpose of the session is to enable a new
employee to understand his or her job better and to understand the relationship of
the job to the overall operation of TexAmericas Center. During the orientation,
employees will be given a copy of the Personnel Policies Manual. It must be read
within two weeks and the employee must sign a statement that they have read and
understood the policies.

Training an employee is the responsibility of the Supervisor for whom the employee
works. Whenever possible, employees receive on-the-job training under close
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supervision.

Section 4 - Operational Policies

4-1 Employee Classifications
For purposes of this handbook, all employees fall within one of the classifications
below.

Full-Time Employees - Employees who regularly work at least 40 hours per week who
were not hired on a short-term basis.

Part-Time Employees - Employees who regularly work fewer than 40 hours per week
who were not hired on a short-term basis.

Short-Term Employees - Employees who were hired for a specific short-term project,
or on a short-term freelance, per diem or temporary basis. Short-Term Employees
generally are not eligible for TexAmericas Center benefits, but are eligible to receive
statutory benefits.

In addition to the above classifications, employees are categorized as either “exempt”
or “non-exempt” for purposes of federal and state wage and hour laws. Exempt
employees do not receive overtime pay; they generally receive the same weekly
salary regardless of hours worked. Such salary may be paid less frequently than
weekly. You will be informed of your classifications upon hire and informed of any
subsequent changes to your classifications.

4-2 Trial Period

The first three months of your employment is a probationary period. This is an
opportunity for TexAmericas Center to evaluate your performance. It also is an
opportunity for you to decide whether you are happy being employed by
TexAmericas Center. TexAmericas Center may extend the probationary period if it
desires. Completion of the probationary period does not alter an employee’s at-will
status.

TexAmericas Center will conduct a formal performance review at the end of the
probationary period.

4-3  Your Employment Records

In order to obtain your position, you provided us with personal information, such as
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your address and telephone number. This information is contained in your personnel
file.

Please keep your personnel file up to date by informing the Office Manager of any
changes. Also, please inform the Office Manager of any specialized training or skills
you may acquire in the future, as well as any changes to any required visas.
Unreported changes of address, marital status, etc. can affect your withholding tax
and benefit coverage. Further, an “out of date” emergency contact or an inability to
reach you in a crisis could cause a severe health or safety risk or other significant
problems.

4-4 Personnel Files

Personnel records are maintained by the Executive Director/CEO or his or her
designee.

Information in an employee’s personnel file is public information and must be
disclosed upon request unless specific items are accepted from disclosure by law. No
information from any record placed in an employee’s file will be communicated to
any person or organization except by the Executive Director/CEO or an employee
authorized to do so by the Executive Director/CEO.

Each employee may choose whether TexAmericas Center discloses the employee’s
home address and telephone number to the public on request. If a new employee
does not request confidentiality within the first 14 days of employment, the home
address and telephone number of file are considered public information. However,
employees may change their election for disclosure or confidentiality at any time. A
form for designating this information as confidential or public is available from the
Executive Director/CEO. (Legal reference: Texas Open Records Act, V.T.C.S. Article
6252-17a.)

An employee or his or her representative designated in writing may examine the
employee’s personnel file upon request during normal working hours at TexAmericas
Center offices.

When a Supervisor requires access to the personnel file of an employee under his or

her supervision for the handling of personnel matters, the Supervisor must obtain
authorization from the Executive Director/CEO or his or her designee.
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Employees are expected to inform the Office Manager of any changes or corrections
to information recorded in their individual personnel file such as home address,
telephone number, person to be notified in case of emergency, or other pertinent
information.

4-5 Contents of Personnel Files

An employee’s official personnel file may contain at least the following:

e An employment record form summarizing the employee’s history with
TexAmericas Center

o W2

e |-9form

e A copy of the employee’s application for employment/resume

e A copy of the employment offer letter and acceptance

e A copy of TexAmericas Center’s “Employee Code of Ethical Conduct” signed by
the employee

e Employee’s job description(s) (if any)

e Election to disclose or keep confidential home address and home telephone
number form

e Personnel Action Forms

e Records of any citations for excellence, awards for good performance, or job-
related training/education

e Records of disciplinary action(s)

e Performance evaluations

e Copies of any grievances and related materials

e Any other pertinent information having a bearing on the employee’s status

e Any written statements from the employee explaining, rebutting, or clarifying
other items in the file

An employee’s personnel file does not contain information regarding an employee’s
medical record(s), nor does it contain any information relating to drug testing. (Legal
reference: U.S. Americas with Disabilities Act of 1990.)

4-6 Leave Records

Official records of vacation leave and sick leave accrual and of leave usage are kept
for each employee by the Office Manager or his/her designee. Leave records are
updated every pay period. Leave balances are shown on the official record to reflect
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any remaining leave to which an employee is entitled.

4-7 Working Hours and Schedule

TexAmericas Center normally is open for business from 7:30 am to 4:30 pm, Monday
through Friday. You will be assigned a work schedule and you will be expected to
begin and end work according to the schedule. To accommodate the needs of our
business, at some point we may need to change individual work schedules on either a
short-term or long-term basis.

Employees will be provided meal and rest periods as required by law. Your Supervisor
will provide further details.

4-8 Professional Development

TexAmericas Center encourages its employees to take advantage of educational or
training opportunities and professional memberships that are related to and will
enhance the performance of the employees work with TexAmericas Center.

Tuition Reimbursement

With advance approval of the Executive Director/CEO, full-time employees who enroll
in accredited courses of instruction that will enhance their job performance at
TexAmericas Center may be reimbursed for tuition costs upon presenting evidence of
successful course completion.

In order to be entitled to reimbursement, employees must make a written request
and receive written approval of the Executive Director/CEO prior to course
enrollment. Any employee who receives reimbursement for education and training
and who voluntarily leaves the employ of TexAmericas Center fewer than 6 months
after receiving the reimbursement must return the amount received in full.
TexAmericas Center may deduct any such amounts owed from accrued pay or
benefits otherwise due to the employee upon termination.

Professional Memberships and Seminars

TexAmericas Center encourages membership and active participation by employees
in appropriate professional organizations when they are judged by the Executive
Director/CEO to offer special training or information of value to the employee in the
performance of TexAmericas Center duties. Memberships and attendance at
meetings and conferences of professional organizations paid for by TexAmericas
Center are subject to specific approval by the Executive Director/CEO.
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4-9 Timekeeping Procedures

Employees must record their actual time worked for payroll and benefit purposes.
Non-exempt employees must record the time work begins and ends, as well as the
beginning and ending time of any departure from work for any non-work-related
reason, on forms as prescribed by management.

Altering, falsifying or tampering with time records is prohibited and subjects the
employee to discipline, up to and including discharge.

Exempt employees are required to record their daily work attendance and report full
days of absence from work for reasons such as leaves of absence, sick leave or
personal business.

Non-exempt employees may not start work until their scheduled starting time.

It is your responsibility to sign your time record to certify the accuracy of all time
recorded. Any errors in your time record should be reported immediately to your
Supervisor, who will attempt to correct legitimate errors.

4-10 Overtime

Like most successful companies, we experience periods of extremely high activity.
During these busy periods, additional work is required from all of us. Your Supervisor
is responsible for monitoring business activity and requesting overtime work if it is
necessary. Effort will be made to provide you with adequate advance notice in such
situations.

Any non-exempt employee who works overtime will be compensated at the rate of
one and one-half times (1.5) his/her normal hourly wage for all time worked in excess
of forty (40) hours each week, unless otherwise required by law.

TexAmericas Center staff who are exempt from the overtime provisions of the Fair
Labor Standards Act are expected to render necessary and reasonable overtime
services with no additional compensation. The salaries of these positions are
established with this assumption in mind. This overtime may be used as a factor in
granting or denying paid leave other than vacation or sick leave. (Legal reference:
U.S. Fair Labor Standards Act of 1938, as amended; Garcia v. S.A.M.T.A., U.S. Supreme
Court, 1985; U.S. Equal Pay Act of 1963.)

Employees may work overtime only with prior management authorization.
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For purposes of calculating overtime for non-exempt employees, the work week
begins at 12 a.m. on Saturday and ends 168 hours later at 12 a.m. on the following
Saturday.

4-11 Travel Time for Non-Exempt Employees

Overnight, Out-of-Town Trips

Non-exempt employees will be compensated for time spent traveling (except for
meal periods) during their normal working hours, on days they are scheduled to work
and on unscheduled work days (such as weekends). Non-exempt employees also will
be paid for any time spent performing job duties during otherwise non-compensable
travel time; however, such work should be limited absent advance management
authorization.

Out-of-Town Trips for One Day

Non-exempt employees who travel out of town for a one-day assignment will be paid
for all travel time, except for, among other things: (i) time spent traveling between
the employee’s home and the local railroad, bus or plane terminal; and (ii) meal
periods.

Local Travel

Non-exempt employees will be compensated for time spent traveling from one job
site to another job site during a workday. The trip home, however, is non-
compensable when an employee goes directly home from his/her final job site, unless
it is much longer than his/her regular commute home from the regular worksite. In
such case, the portion of the trip home in excess of the regular commute is
compensable.

Commuting Time

Under the Portal to Portal Act, travel from home to work and from work to home is
generally non-compensable. However, if a non-exempt employee regularly reports to
a worksite near his/her home, but is required to report to a worksite farther away
than the regular worksite, the additional time spent traveling is compensable. If
compensable travel time results in more than 40 hours worked by a non-exempt
employee, the employee will be compensated at an overtime rate of one and one-
half times the regular rate.
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4-12 Safe Harbor Policy for Exempt Employees

It is our policy and practice to accurately compensate employees and to do so in
compliance with all applicable state and federal laws. To ensure that you are paid
properly and that no improper deductions are made, you must review your pay stubs
promptly to identify and report all errors.

If you are classified as an exempt salaried employee, you will receive a salary which is
intended to compensate you for all hours you may work for TexAmericas Center. This
salary will be established at the time of hire or when you become classified as an
exempt employee. While it may be subject to review and modification from time to
time, such as during salary review times, the salary will be a predetermined amount
that will not be subject to deductions for variations in the quantity or quality of the
work you perform.

Under federal and state law, your salary is subject to certain deductions. For example,
unless state law requires otherwise, your salary can be reduced for the following
reasons:
e Full-day absences for personal reasons
e Full-day absences for sickness or disability
e Full-day disciplinary suspensions for infractions of our written policies and
procedures
e To offset amounts received as payment for jury and witness fees or military pay
e The first or last week of employment in the event you work less than a full
week
¢ Any full work week in which you do not perform any work

Your salary may also be reduced for certain types of deductions such as your portion
of health, dental or life insurance premiums; state, federal or local taxes; social
security; or voluntary contributions to a 457(b) or pension plan.

In any work week in which you performed any work, your salary will not be reduced
for any of the following reasons:
e Partial day absences for personal reasons, sickness or disability
e Your absence on a day because your employer has decided to close a facility on
a scheduled work day
e Absences for jury duty, attendance as a witness, or military leave in any week in
which you have performed any work
e Any other deductions prohibited by state or federal law.
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However, unless state law provides otherwise, deductions may be made to your
accrued leave for full- or partial-day absences for personal reasons, sickness or
disability.

Exempt employees are expected to complete weekly timesheets.

If you believe you have been subject to any improper deductions, you should
immediately report the matter to your Supervisor. If the Supervisor is unavailable or
if you believe it would be inappropriate to contact that person (or if you have not
received a prompt and fully acceptable reply), you should immediately contact
Controller or any other Supervisor in TexAmericas Center with whom you feel
comfortable.

Comp time for full-time exempt employees can be tracked and used at the digression
of the Executive Director/CEO.

4-13 Your Paycheck

You will be paid bi-weekly for all the time you have worked during the past pay
period.

Your paystub itemizes deductions made from your gross earnings. By law,
TexAmericas Center is required to make deductions for Social Security, federal
income tax and any other appropriate taxes. These required deductions also may
include any court-ordered garnishments. Your paystub will also differentiate between
regular pay received and overtime pay received.

If you believe there is an error in your pay, bring the matter to the attention of the
Controller immediately so TexAmericas Center can resolve the matter quickly and
amicably.

Your paystub will be given only to you, unless you request that it be mailed, or
authorize in writing another person to accept your paystub for you.

4-14 Direct Deposit

TexAmericas Center requires employees to use direct deposit. Authorization forms
are available from the Office Manager.
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4-15 Salary Advances

TexAmericas Center does not permit advances on paychecks or against accrued paid
time off.

4-16 Performance Reviews

Depending on your position and classification, TexAmericas Center endeavors to
review your performance annually. However, please understand that a positive
performance evaluation does not guarantee an increase in salary, a promotion, or
continued employment. Compensation increases and the terms and conditions of
employment, including job assignments, transfers, promotions, and demotions, are
determined by and at the discretion of the Executive Director/CEO.

In addition to these formal performance evaluations, TexAmericas Center encourages
you and your Supervisor to discuss your job performance on a frequent an